
 

 
MEMORANDUM NO. 2009-043 

 
 

TO:  School District Superintendents 
 School District Registrar 
 District Records Officer(s) 

 
FROM: Samantha Mills, WDE Records Officer 
  Administration 

 
DATE: March 6, 2009 

 
SUBJECT: Changes to District Archiving Retention Policy 
 

 

INFORMATION TO SHARE 
 
The Wyoming State Archives has recently adopted a policy that requires school 

districts to maintain permanent student records for ten (10) years prior to 
sending them to archives. The agency is also considering changing several 

retention policies from permanent to limited retention periods. In addition, 
State Archives will only accept records scheduled for permanent retention.  All 
other files must be stored “in-house” by the districts.  This would not affect 

records already stored by State Archives.  
 
Due to space constraints and limited staff, State Archives is reviewing and 

requesting input on possible changes to retention policies.  These changes 
would alter the permanent retention period status on some records making the 

districts responsible for the retention of the following records: 
 

 High school transcripts for graduates:  change from permanent to 

90 years; 

 Files for graduates and immunization records:  change to 50 years; 

 

 Dropped student records from elementary and junior high schools: 

change to 20 years from time student leaves the school. 
 

If you need further explanation, or you have suggestions on how to reduce 
existing retention periods for Wyoming school records, please contact your 

State Archives representative. 
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